I NVI TATION TO BID NO  10- X-2209164
STATE OF ALABANA

DEPTARTMVENT OF FI NANCE REQ ACENCY : 377000
Dl VI SI ON OF PURCHASI NG ALA BD OF RESPI RATORY THERAPY
AGENCY REQ. NO. :
T- NUMBER : TAO053
DATE | SSUED : 09/03/09
I NVI TATION TO BI D VENDOR NO. :
VENDOR PHONE NO. :
SNAP REQ. NO. 1 1422966
BUYER NAME : JENNI FER LORETZ
FOR: ADM NI STRATI VE SERVI CES - BUYER PHONE NO. : (334) 242-7370-
BD OF RESPI RATORY THERAPY PURCHASI NG PHONE NO (334) 242-7250

Bl D MUST BE RECEI VED BEFORE:
DATE: 09/22/09 TIME: 5:00 PM

BI DS WLL BE PUBLICLY OPENED:
DATE: 09/23/09 TIME: 10:00 AM

TO BE COVMPLETED BY VENDOR

I NFORVATI ON | N THI' S SECTI ON SHOULD BE PROVI DED, AS APPROPRI ATE. Bl D RESPONSE
MUST BE IN I NK OR TYPED WTH ORI G NAL SI GNATURE AND NOTARI ZATI ON.

1. DELIVERY: CAN BE MADE DAYSOR WEEKS AFTER RECEI PT OF ORDER
2. TERMVE: (DI SCOUNTS ARE TAKEN W THOUT REGARD TO DATE OF PAYMENT.)
3. PRICE VALID FOR ACCEPTANCE WTHIN DAYS.

4. VENDOR ATI ON REFERENCE NUVBER, | F ANY:

(TH'S NUMBER W LL APPEAR ON THE PURCHASE ORDER)
5. E-MAI L ADDRESS:

| NTERNET WEBSI TE:
6. GENERAL CONTRACTCOR' S LI CENSE NO

TYPE OF G C. LI CENSE:

*axxk | NPORTANT NOTE; * %%
BI DDERS MUST COMPLY W TH ALL "BI D RESPONSE | NSTRUCTI ONS" ON PAGE 2, TO I NCLUDE
ITEM 7 - OCOPY REQUI REMENT.

RETURN | NVI TATI ON TO BI D

US MAIL COURI ER
STATE OF ALABANA STATE OF ALABANA
DEPARTMENT OF FI NANCE DI VI SI ON OF PURCHASI NG
DI VI SI ON OF PURCHASI NG RSA UNI ON BUI LDI NG
P O BOX 302620 100 N. UNTON ST., SUTE 192
MONTGOMVERY, AL 36130-2620 MONTGOMERY, AL 36104

S| GNATURE AND NOTARI ZATI ON REQUI RED
| HAVE READ THE ENTIRE Bl D AND AGREE TO FURNI SH EACH | TEM OFFERED AT THE PRI CE QUOTED.
| HERBY AFFI RM | HAVE NOT BEEN I N ANY AGREEMENT OR COLLUSI ON AMONG BI DDERS | N
RESTRAI NT OF FREEDOM OF COWPETI TI ON BY AGREEMENT TO BID AT A FI XED PRICE OR TO
REFRAI N FROM BI DDI NG

SWORN TO AND

FETN OR SSN AUTHORI ZED ST GNATURE (T NK)
SUBSCRI BED BEFORE ME THI S
COVPANY NANE TYPE/ PRI NT AUTHORT ZED NAVE
_ DAY OF
VAT L ADDRESS TITLE
NOTARY PUBLTC OTY, STATE, ZTP TOLL FREE NUVBER
TERM EXP:

PHONE TNCLUDI NG AREA CODE FAX NUVBER



STANDARD TERMS & CONDI Tl ONS VENDOR NAME
VENDOR NUMBER:

| TB NO. : 10-X- 22091234 PAGE 2
I NVI TATION TO BI D OPEN DATE : 09/23/09 TIME 10:00 AM
T-NUMBER @ T

A053
RETURN DATE: 09/22/09 TIME 5:00 PM

AUTHORI TY:
THE DEPARTMENT OF FI NANCE CODE OF ADM NI STRATI VE PROCEDURE, CHAPTER 355-4-1 EFFECTI VE
DECEMBER 20, 2001 IS | NCORPCRATED BY REFERENCE AND MADE A PART CF T HI S DOCUMENT. TO RECEI VE A
COPY CALL (334)242-7250, OR OUR WEBSI TE WAV PURCHASI NG. ALABANVA. GOV .

| NFORVATI ON AND ASSI STANCE TO M NORI TY BUSI NESSES | N THE TECHNI CAL COVPLETI ON OF REQUI RED FORMS NAY BE
OBTAI NED FROM THE OFFI CE OF M NORI TY BUSI NESS ENTERPRI SE, 1-800-447-4191.

BI D (1 TB) RESPONSE | NSTRUCTI ONS REV: 08/19/09
1. TO SUBM T A RESPONSI VE BI D, READ THESE | NSTRUCTI ONS, ALL TERMS, CONDI TI ONS AND SPECI FI CATI ONS.

2. Bl D ENVELOPES/ PACKAGES/ BOXES MUST BE | DENTI FI ED ON FRONT, PREFERABLY LONER LEFT CORNER AND BE
VI S| BLE WTH THE BI D NUVMBER AND OPENI NG DATE. EACH | NDI VI DUAL BI D (I DENTI FI ED BY A UNI QUE BI D
NUMBER) MUST BE SUBM TTED | N A SEPARATE ENVELOPE. RESPONSES TO MULTI PLE Bl D NUMBERS SUBM TTED I N
THE SAME ENVELOPE/ COURI ER PACKACGE, THAT ARE NOT | N SEPARATE ENVELOPES PROPERLY | DENTI FI ED, W LL
BE REJECTED. THE DI VI SION OF PURCHASI NG DOES NOT ASSUME RESPONSI Bl LI TY FOR LATE BI DS FOR ANY
REASON | NCLUDI NG THOSE DUE TO POSTAL, OR COURI ER SERVI CE. Bl D RESPONSES MJST BE I N THE DI VI SI ON
OF PURCHASI NG OFFI CE PRIOR TO THE "RECEI VE DATE AND TI ME' | NDI CATED ON THE BI D.

3. BID RESPONSES (PAGE 1, PRI CE SHEET AND ADDENDUMS (WHEN SI GNATURE | S RE I RE ? MJST BE I N I NK OR
TYPED ON TH S IVENT.  OR EXACT FORMAT W TH SI GNATURES BEI NG HANDVRI G NALS I N I NK
(PERSON_SI GNI NG BI D, NOTARY, AND NOTARY EXPI RATI , OR THE BID WLL BE REJ ECTED. UNLESS | NDI CATED
IN THE BID, ALL PRI CE PAGES MJUST BE COVPLETED AND RETURNED. | F AN ITEM IS NOT BEI NG BI D, | DENTIFY
IT AS NB (NOBID). PAGES SHOULD BE SECURED. THE DI VI SI ON OF PURCHASI NG DOES NOT ASSUME
RESPONSI Bl LI TY FOR M SSI NG PAGES. FAXED BI D RESPONSES W LL NOT BE ACCEPTED.

4. THE UNIT PRI CE ALWAYS GOVERNS REGARDLESS OF THE EXTENDED AMOUNT. A UNIT PRI CE CHANGE ON A LI NE
MUST BE | NI TI ALED BY THE PERSON SI GNING THE BI D, OR THAT LINE WLL BE REJECTED. THI S | NCLUDES A
CROSS- QUT, STRI KE- OVER, | NK- OVER, WH TE- QUT, ERASURE, OR ANY OTHER METHOD CHANG NG THE PRI CE.

5. A "NO BID' MUST BE RETURNED TO REMAI N ON A CLASS/ SUBCLASS. RETURN PAGE 1 OR NOTI FI CATI ON PAGE
MARKED "NO-BID'. I DENTIFY IT ON THE ENVELOPE AS A "NO-BID'. FAILING TO RESPOND TO 3 ITB'S WTHI N
THE SAME CLASS/ SUBCLASS W LL AUTOVATI CALLY PURGE THE VENDOR FROM THAT CLASS/ SUBCLASS. RESPONDI NG
WTH 6 "NO BIDS" WTH N THE SAME CLASS/ SUBCLASS W LL AUTOVATI CALLY PURCE THE VENDOR FROM THAT CLASS/
SUBCLASS. A "NO BID' RECEI VED LATE |'S CONSI DERED A NO RESPONSE.

6. THE DI VISION OF PURCHASI NG | S NOT RESPONSI BLE FOR M SI NTERPRETATI ON OF DATA FAXED FROM THI S OFFI CE.

7. THE DI VI SION OF PURCHASI NG REQUI RES AN ORI G NAL AND A M Nl MUM OF ONE COVWPLETE EXACT COPY (TO | NCLUDE
S| GNATURE AND NOTARY) OF THE | NVI TATI ON- TO- Bl D RESPONSE. THE ORI G NAL AND THE COPY SHOULD BE
SUBM TTED TOGETHER AS A BI D PACKACE.

8. AN | MPROPERLY SUBM TTED BI D, LATE BID, OR BID THAT IS CANCELLED ON OR BEFORE THE OPEN NG DATE W LL
BE HELD FOR 90 DAYS AND THEN DESTROYED. THE BI D MUST BE RETRI EVED DURI NG REGULAR WORK HOURS,
MONDAY - FRI DAY, EXCEPT STATE HOLI DAYS. AFTER THE BID |'S DESTROYED, THE DI VI SION OF PURCHASI NG
ASSUMES NO RESPONSI BI LI TY FOR THE DOCUMENT

DI SQUALI FI EDY CANCELLED BI D

BI DS THAT ARE | VPROPERLY SUBM TTED OR RECEI VED LATE WLL BE A RESPONSE FOR RECORD, BUT WLL NOT BE
RETURNED CR A NOTI FI CATI ON MAI LED.

THE FOLLON'NG | S A PARTI AL LI ST WHEREBY A Bl D RESPONSE W LL BE DI SQUALI FI ED:

Bl D NUMBER NOT ON FACE OF ENVELOPE/ COURI ER PACKAGE/ BOX

RESPONSES TO MULTI PLE Bl D NUMBERS | N SAVME ENVELOPE NOT PROPERLY | DENTI FI ED

Bl D RECEI VED LATE

Bl D NOT SI GNED/ NOT ORI G NAL SI GNATURE

Bl D NOT NOTARI ZED/ NOT ORI G NAL SI GNATURE OF NOTARY AND/ OR NO NOTARY EXPI RATI ON
NOTARI ZED OWN S| GNATURE

REQUI RED | NFORVATI ON NOT SUBM TTED W TH BI D

FAILURE TO SUBM T THE ORIG NAL BID AND A COWLETE EXACT COPY

FAI LURE TO MARK RESPONSES AS "ORI G NAL" AND/ CR " COPY"

CERTI FI CATI ON PURSUANT TO ACT NO. 2006-557

ALABAVA LAW ( SECTI ON 41-4-116, CCDE OF ALABAMA 1975) PROVI DES THAT EVERY BI D SUBM TTED AND CONTRACT
EXECUTED SHALL CONTAI N A CERTI FI CATI ON THAT THE VENDOR CONTRACTOR, AND ALL OF | TS AFFI LI ATES THAT
MAKE SALES FOR DELI VERY | NTO ALABAMA OR LEASES FOR USE | N ALABAMA ARE REG STERED, COLLECTING_ AND
REM TTI NG ALABAVA STATE AND LOCAL SALES, USE, AND/ OR LEASE TAX ON ALL TAXABLE SALES AND LEASES | NTO
ALABAMA. BY SUBM TTING TH' S BI D, THE BI DDER | S HEARBY CERTI FYI NG THAT THEY ARE I N FULL COWVPLI ANCE
W TH ACT NO. 2006-557, THEY ARE NOT BARRED FROM Bl DDI NG OR ENTERI NG | NTO A CONTRACT PURSUANT TO
éﬁlé-Rﬁl_l- jlillgAT'lA('\i?l iAgKl';lgL/\léEDGES THAT THE AWARDI NG AUTHORI TY MAY DECLARE THE CONTRACT VO D | F THE



SPECI AL TERMS & CONDI Tl ONS VENDOR NAME
VENDOR NUMBER:

| TB NO. : 10-X- 22091234 PAGE
I NVI TATION TO BI D OPEN DATE : 09/23/09 TIME 10:00 AM
T- NUMBER

: TAO053
RETURN DATE: 09/22/09 TIME 5:00 PM

I NTENT TO AWARD

EFFECTI VE MAY 1, 2008, THE STATE OF ALABAMA - DI VI SI ON OF PURCHASI NG
WLL | SSUE AN ' I NTENT TO AWARD BEFORE A FI NAL AWARD | S MADE. THE
"I NTENT TO AWARD W LL CONTI NUE FOR A PERI OD OF FI VE (E)P CALENDAR
DAYS, AFTER WH CH A PURCHASE ORDER W LL BE PRODUCED. ON FI NAL
AWARD, ALL RI GHTS TO PROTEST ARE FORFEI TED. A DETAI LED EXPLANATI ON
OF TH S PROCESS MAY BE REVI EVMED I N THE ALABAMA ADM NI STRATI VE CODE -
CHAPTER 355-4-1(14).

ALTERNATE BI D RESPONSE
UNLESS STATED ELSEWHERE I N THI S | NVI TATION-TO-BI D (1 TB) THE STATE OF
ALABAVA W LL ACCEPT AND EVALUATE ALTERNATE BI D SUBM TTALS ON ANY
ITB'S. ALTERNATE Bl D RESPONSES W LL BE EVALUATED ACCORDI NG TO THE
REQUI REMENTS AS ALL OTHER RESPONSES TO THI S | TB.

I NTERNET VEBSI TE LI NK' S

| NTERNET AND/ OR VEBSI TE LI NKS W LL NOT BE ACCEPTED I N Bl D RESPONSES
,_IA_% él g)EANS TO SUPPLY ANY REQUI REMENTS STATED IN THI S | TB (I NVI TATI O\

PRODUCT DELI VERY, RECEI VI NG AND ACCEPTANCE
I N ACCORDANCE W TH THE UNI VERSAL COMMVERCE CODE ( CODE OF ALABANA,
TI TLE 7), AFTER DELI VERY, THE STATE OF ALABAMA HAS THE RI GHT TO
I NSPECT ALL PRODUCTS BEFORE ACCEPTI NG. THE STATE W LL | NSPECT
PRODUCTS | N A REASONABLE Tl MEFRAMVE.  SI GNATURE ON A DELI VERY DOCUMENT
DOES NOT CONSTI TUTE ACEPTANCE BY THE STATE. THE STATE W LL ACCEPT
PRODUCTS ONLY AFTER SATI SFACTORY | NSPECTI ON.

SALES TAX EXEMPTI ON

PURSUANT TO THE CODE OF ALABAMA, 1975, TITLE 40-23-4 (ég( F\/I%l?' THE
STATE OF ALABANA |S EXEMPT FROM PAYI NG SALES TAX. AN EXEMPTI ON LETTER
W LL BE FURNI SHED UPON REQUEST.

I N\VO CES

I NQUI RI ES CONCERNI NG PAYMENT AFTER | NVO CES HAVE BEEN SUBM TTED ARE
TO BE DI RECTED TO THE RECEI VI NG AGENCY, NOT THE DI VI SI ON OF PURCHASI NG

Bl D RESPONSES AND Bl D RESULTS

UNEVALUATED BI D RESPONSES (NOT BI D RESULTS) ARE AVAI LABLE ON OUR V\EB
SI TE AT WAV PURCHASI NG. ALABAVA. GOV. BI D RESULTS W LL BE MADE AVAI LABLE
FOR REVIEWIN THE DI VI SI ON OF PURCHASI NG CFFI CE, BUT ONLY AFTER THE

Bl D HAS BEEN AWARDED. WE DO NOT FAX OR MAIL COPI ES OF BI D RESULTS.

IF A VENDOR W SHES TO REVI EWBI D RESULTS | N QUR OFFI CE, THEY SHOULD
FAX THEI R REQUEST TO REVI EW THE BI D TWO DAYS | N ADVANCE TO THE "BI D
REVI EW CLERK" AT (334) 242-4419. BE SURE TO REFERENCE THE BI D NUMBER

FOREI GN CORPCRATI ON - CERTI FI CATE OF AUTHORI TY

ALABAMA LAW PROVI DES THAT A FORElI GN CORPORATI ON (AN OUT- OF- STATE
COVMPANY/ FI RM) NMAY NOT TRANSACT BUSI NESS | N THE STATE OF ALABANMA UNTI L
I T OBTAINS A CERTI FI CATE OF AUTHORI TY FROM THE SECRETARY OF STATE.
SECTI ON 10- 2B-15. 01, CODE OF ALABANVA 1975. TO OBTAIN FORMS FOR A
CERTI FI CATE OF AUTHORI TY, CONTACT THE SECRETARY OF STATE, CORPORATI ONS
DI VI SI ON, (334) 242-5324. THE CERTI FI CATE OF AUTHORI TY DCES NOT KEEP
THE VENDOR F SUBM TTI NG A BI D.

Bl D | DENTI FI CATI ON

REFERENCE PACE 2, | TEM 2. DUE TO THE POSTAL SERVI CE PUTTI NG BAR CODE
LABELS ON ENVELOPES, | T CONCEALS THE Bl D NUMBER AND DATE | F THE VENDOR
HAS WRI TTEN THEM OTHER THAN THE LOWER LEFT CORNER, THEREFORE THE BI D
WOULD BE REJECTED FOR NOT BEI NG PROPERLY | DENTI FI ED.



SPECI AL TERMS & CONDI Tl ONS VENDOR NAME
VENDOR NUMBER:

| TB NO. : 10-X- 22091234 PAGE
I NVI TATION TO BI D OPEN DATE : 09/23/09 TIME 10:00 AM
T- NUMBER

: TAO053
RETURN DATE: 09/22/09 TIME 5:00 PM

Rk S b I b Sk R R R S kR Rk kS b ok S R R R Rk kR R IR

AWARD:

AWARD W LL BE MADE "ALL OR NONE' TO THE LOWEST RESPONSI BLE Bl DDER
MEETI NG ALL SPECI FI CATI ONS.

CONTRACT PERI OD:

ESTABLI SH A 12 MONTH CONTRACT W TH AN OPTI ON TO EXTEND FOR A SECOND,
THI RD, FOURTH, AND FI FTH 12 MONTH PERI D W TH THE SAME PRI Cl NG TERMS
AND CONDI TI ONS.  THE SECOND, THI RD, FOURTH, OR FIFTH 12 MONTH PERI OD,
| F AGREED BY BOTH PARTI ES, WOULD BEG N THE DAY AFTER THE FI RST,
SECOND, THI RD, OR FOURTH 12 MONTH PERI CD EXPI RES. ANY SUCCESSI VE
EXTENSI ON MUST HAVE WRI TTEN APPROVAL OF BOTH THE STATE AND VENDCR NO
IﬁéEIE(F\;DTHAN 30 DAYS PRI OR TO EXPI RATION OF THE PREVI QUS 12 MONTH

REQUESTED | NFORMATI ON:
ANY ADDI Tl ONAL | NFORVATI ON REQUESTED FROM A VENDOR MJUST BE FURNI SHED
WTH N FI VE (5) DAYS FROM RECElI PT OF REQUEST.



PRI CE SHEET VENDOR NAME
VENDOR NUMBER: -
| TB NO. : 10-X-2209164 PAGE
I NVI TATION TO BI D OPEN DATE : 09/23/09 TIME 10:00 AM
T-NUMBER @ TAO053
RETURN DATE: 09/22/09 TIME 5:00 PM
LI NE EXTENDED
NO. COVMODI TY/ SERVI CE DESCRI PTI ON QUANTITY UNNT UNIT PRI CE AMOUNT
UNLESS SPECI FI ED OTHERW SE BELOW
SH P TG R1 /
STATEW DE
00001 COWMODI TY CODE: 964-78-087747 1 MO

SUPPORT, ADM NI STRATI VE MANAGEMENT AND
LOG STI CAL, BD OF RESPI RATORY THERAPY
PER ATTACHED SPECI FI CATI ONS.

EIEE R R I S O I R I I R S R

NOTE TO BI DDERS:

ORI G NAL BI D AND FI VE COVPLET

SHOM ON PACE 2

TH S Bl D REQUI RES ONE
OF THE ATTACHED SPECS.

COPI ES AS

Rk I b S b S R R o S R R Rk Sk bk O

PAGE TOTAL
Bl D TOTAL




THE ALABAMA STATE BOARD OF RESPIRATORY THERAPY

INVITATION TO BID — ADMINISTRATIVE SERVICES CONTRACT TO:
PROVIDE ADMINISTRATIVE MANAGEMENT AND LOGISTICAL SUPPORT FOR THE

————ALABAMA STATE BOARD OF RESPIRATORY THERAPY.

You are invited to submit bids in accordance with the requirements of this
solicitation as contained herein.

The Bid must be signed by an authorized officer to bind the offer and shall
contain a statement to the effect that the bid, if accepted, is effective at ieast sixty (60)
days from the closing date for submission of bids. Bids must be identified as
Administrative Services Contracts for the Alabama State Board of Respiratory Therapy.
Neither the State of Alabama nor the Alabama State Board of Respiratory Therapy
assumes responsibility for consideration of unmarked or incorrectly marked envelopes
bearing bids. '

This solicitation does not commit the State of Alabama or the Alabama State
Board of Respiratory Therapy to award a contract, pay any costs incurred in the
preparation of a bid, or procure or contract for the articles, goods or services proposed.
The State of Alabama and the Alabama State Board of Respiratory Therapy reserve the
right to accept or reject any or all bids received as a result of this request or to cancel
this bid in its entirety or in part if it is in the best interest of the State of Alabama or the
Alabama State Board of Respiratory Therapy to do so. '

PART | GENERAL INFORMATION

1.0 Bids will be considered as specified herein or attached hereto under the terms
and conditions of this bid.

2.0 Bids must be made in the official name of the firm or individual under which
business is conducted (showing official business address) and must be signed in
ink by a person duly authorized to legally bind the person, partnership, company
or corporation submitting the bid.



3.0 Offers are to include all applicable requested information and are encouraged to
include any additional information the submitters wish to be considered.

4.0 Five (5) copies of your bid are required.

5.0 The submittal is required to have the Invitation to Bid (ITB) number specified in
the ITB, the name of the Alabama State Board of Respiratory Therapy, and the

bid number and opening date printed on the envelope or wrapper containing the

bid.
PART i INTRODUCTION

It is the intent of the State of Alabama and the Alabama State Board of
Respiratory Therapy (herein referred to as the Board) to solicit bids for an Administrative
Services Contract to provide administrative management and logistical support services
to the Board.

PART Ill SCOPE OF WORK
The contractor will provide the following services:
1.0  Office Space and Communications

1.1 Office Facilities

1.1.1 Provide administrative offices and conference space for quarterly
meetings and special meetings, as needed by the Board: facilities
must be located within the city limits of Montgomery, Alabama and
must provide accessibility for the handicapped. The Board
reserves the right to visit and inspect all operations of the
Contractor dedicated to the Board’s business at any time during
the Contractor’s regular working hours.

1.1.2 Office facilities should include, but are not limited to, standard
office equipment: desks, chairs, tables, etc.; computers; copier
machine: and other equipment normally required to conduct such

business.



12

Telephone, E-mail, Website and Other Communications Services

1.2.1

Contractor will provide information to the public on request in
accordance with the Alabama Open Meetings Act, create a
communication link between registrants and the Board, establish
and maintain e-mail communication to all board members, and
establish and/or maintain the Board's website through the

1.2.2

1.2.3

Department of ISD in a timely manner.

Contractor will maintain a dedicated Montgomery telephone line,
in the name of and owned by the Board in the Contractor’s offices
with the Contractor supplying equipment with service during
regular business hours, exclusive of established state holidays;
and a fax line to operate twenty-four (24) hours per day seven (7)
days a week. The telephone number will be listed in the
Montgomery, Alabama telephone directory under the name,
“ALABAMA STATE BOARD OF RESPIRATORY THERAPY".
Contractor will maintain the mailing address via a post office box
through the main post office for Montgomery, Alabama in the
name of the “ALABAMA STATE BOARD OF RESPIRATORY
THERAPY”. The post office box will be rented by the board and
remain the exclusive permanent address unless so changed by
the Board regardless of who the Contractor may be. Mail will be

checked daily.

2.0 Correspondence and Records Concerning Applicants, Registrants, and

Disciplinary Actions

The Contractor will act as the primary clearing house and repository for all

correspondence, records, and actions of the Board.

2.1

Correspondence
The Contractor will receive all correspondence submitted in the name of

the Board and provide access to such correspondence during regular

business hours to authorized individuals, as determined by the Board and

in accordance with the Alabama Sunshine Law. The Contractor will



provide secretarial services and routinely prepare responses to

correspondence. Board correspondence requiring action by Board

Members will be forwarded to the appropriate Board Member(s) in a

manner to be determined by the Board.

- 22 Records

The Contractor will receive all applications for licensure and requests for renewal

and provide access to these records during regular business hours to authorized

individuals, as determined by the Board and in accordance with the Alabama

Sunshine Law. The Contractor shall:

2.2.1

222

223

Maintain a secure filing system with separate files for license
classifications, disciplinary actions, and other categories as
required. All filing cabinets for these records will be purchased as
needed by the Board and become the property of the Board.
Official records must be retained and maintained in accordance
with state regulations and approved Records Disposition Authority
(RDA) and the Disaster Recovery Plan approved by the Board.
Develop and maintain a system for record retention that ensures
that confidential information will not be improperly released to
unauthorized individuals or to the public at large in accordance
with the Alabama Sunshine Law. The record retention system
utilized by the Contractor shall be subject to the approval of the
Board

Develop and maintain a Windows compatible database and word
processing program capabilities from commercially available
software for handling applications, licenses, renewals, and notices
as required to ensure the proper operation of the Board. Use of
other proprietary software programs or programs with limited
availability will not be considered. All software programs
purchased to support Board activities are the property of the
Board. All records and databases generated by use of the
aforementioned programs are the property of the Board.



2.2.4 Maintain records of complaints and Board investigations in a
secure facility separate and apart from all other board records or
correspondence.
Maintain individual records in database format for applications,
annual renewals, continuing education data, and other information
as-required for-all-persons-licensed by the Board. The Contractor —

3.0

shall not disclose any information concerning any applicant’s or
licensee's file except as permitted under applicable law. Maintain
database files(s) suitable for the preparation of a current and up-
to-date electronic roster of licensees.

2.3 Security

Contractor must maintain a “clean desk policy” with respect to records of
the Board. At the end of each workday, all correspondenée, applicant’s files,
licensee files, and disciplinary files or records are to be re-filled and placed in a
secure lockable file case or vault. In no instance should any applicant, licensee
or disciplinary file be left out for any reason. Should any applicant file be
removed from the Board office for any reason, a chain of custody document must
be affixed to said file, and a transmittal certificate must be retained for that file by

the Contractor in the Board office.
General Administrative Support

Contractor will function as the “Administrative Office” for the Board by providing

these services:

3.0 The Contractor hereby agrees, represents and certifies that; the
Contractor, its employees, agents, subcontractors and consultants have never
been sanctioned under any federal or state fraud or abuse laws, including
exclusion from any state or federal health care program; and Consultant is
unaware of any actual or threatened investigations, suit, ‘or proceedings before
any court or by any governmental or administrative body in progress which may
have the likelihood of materially affecting the Contractor's right to either



employment by an entity or person participating in the Medicare and/or Medicaid

program.

In the event Contractor receives any subsequent notice of an investigation, suit,

or proceeding of any type pursuant to federal or state laws or regulations which

may have the likelihood of materially affecting eligibility for, employment by an

entity or person participating in the Medicare and/or Medicaid program,

Contractor, will immediately notify the chairman of the Board and provide written

explanation of the matter. Contactor further understands, agrees and

acknowledges that the Board may take additional action as it deems appropriate

relating to Contractor’s continued service to the Board as a result thereof.

3.1

3.2

Prepare and disseminate notices, agendas, and minutes for meetings of

the Board in a timely manner and as required by law.

Provide administrative support necessary to ensure the proper operation

of the Board, including but not limited to:

3.21

3.2.2

3.2.3

3.24

3.25

326

Handling and routing of general correspondence related to the
operation and performance of the Board.

Handling complaints and applications for licensure, renewal, and
reinstatement as specified in the laws or the rules and regulations
of the Board.

Compiling files and dossiers containing each applicant’s
application information, renewal applications, requests for
reinstatement, and correspondence, together with any supporting
data, to be considered by the Board. All files must be complete
before being submitted to the Board for review.

Printing, updating, and distributing the most current
correspondence of the Board to include notices for license
renewals, application packets, licenses, directories, newsletters,
handbooks, legal notices, etc.

Doing other work as may be necessary for the operation of the
Board.

Cross referencing of applicants against the national disciplinary

data base.



3.3

Act as custodian of all records of the Board. At least one copy of all
computer records will be kept off-site at a secure facility to be determined
by the Beard. All computer records, including databases and
correspondence, will be “backed-up” on a daily and weekly basis to
ensure security and safety. One set of current weekly back-up copies will

3.4

3.5

3.6

3.7

3.8

3.9

PART IV

be kept off-site in a secure facility to be determined by the Board.

Receive all revenue due and owing to the Board in the form of license
fees, application fee, or any other fees or payment in accordance with the
laws and regulations of the State of Alabama and transmit funds to the
State Treasurer on a timely basis.

Provide necessary bookkeeping services for the Board together with the
State Finance Office. All vouchers and payments will be prepared for
signature by the designated Board official in accordance with standard
State auditing procedures. The accounting program and records are the
property of the Board.

Prepare and submit a quarterly financial and activity report for review by
the Board at regularly scheduled Board meetings. Should an audit be
scheduled the Contractor will be responsible for providing all information
requested by the Examiners of Public Accounts.

Prepare an annual financial report to be sent to the State Budget Officer,
maintain a roster of licensees; record continuing education units (CEU’s}
for all licensees; post any other information as required by the Board in
the performance of its duties for each registrant’s file; keep registrants
informed as to their status before the Board; and perform other tasks as
requested by the Board.

Submit changes in legisiation and/or the rules and regulations of the
Board to the Legislative Reference Service in accordance with state law.
Perform other duties as requested and agreed upon by the Board, i.e.,
provide logistical support for conference planning and regular and
emergency meetings of the Board, examination of applicants for
licensure, and any other work necessary to ensure the continued

operation of the Board.

COMPENSATION AND EXPENSES



1.0  Base Service Load
1.1 Submitters shall use a base load of 150 hours per month for providing the
services set forth in Section lil — Scope of Work. A fee should be stated
for the proposed base load on a monthly and annual basis.

HEN
1)

Submitters shall state the number of hours that they anticipate will be

required to perform the services requested.

2.0 Invoice for Payment
2.1 Payment will be approved by the Board for services performed upon
submittal of a monthly invoice.
2.2 Payment shall be made only to the Contractor, and the Board shall have
no obligation to any other person or corporation for expenses incurred by
the Contractor. The Contractor has no authority to make any contracts,

oral or written, in the name of the Board.

3.0 Items or Expenses not Covered by Contractor
3.1 The Contractor shall not be expected to fund the cost of the following:

3.1.1. Postage for correspondence sent in the routine conduct of the
Board's business.

3.1.2. Board letterhead, envelopes, applications, newsletters or any
other printed material distributed by the Board.

3.1.3. Board member liability insurance provided through the State
Department of Finance, Division of Risk Management.

3.1.4. Travel expenses for Board Members.

3.1.5. Charges from ISD for web site services provided to the Board,
charges from the State Department of Finance for processing
vouchers, reports, etc., or charges from the Legislative Reference
Service.

3.1.6. Any other services outside the scope of services specified herein,
as requested by the Board and/or approved by the Board at a duly
held public meeting and recorded in the Board’s official minutes.

PART V INDEPENDENT CONTRACTORS



1.0

20

3.0

INTRODUCTION

The Contractor is an independent contractor; neither the Contractor nor its
agents or employees shall be deemed employees of the State of Alabama or of
the-Alabama-State Board-of Respiratory Therapy.— The Contractor (owner of firm)

shall be a fulltime management firm with at least ten years experience as a
professional regulator including experience initiating and maintaining professional
licensure boards, hold a Bachelor's Degree from an accredited four-year
institution, and possess a working knowledge of the laws affecting health related
state boards in the State of Alabama. Experience in respiratory therapy
regulation is preferred. The Contractor shall further have no criminal history or
vendor complaints filed with the Alabama Department of Purchasing. The
contractor shall have no power of authority to bind or otherwise obligate the
Board in any manner, except that the Board shall make payment to the
Contractor for the services and expenses incurred as provided herein.

Conflicts of Interest

The Contractor for the Board shall provide professional services utilizing the
highest ethical standards and in accordance with state law. The Contractor
should take special care to avoid any conflicts of interest in providing these

services.
Status

It is understood that neither the Contractor nor its employees are state
employees and, as such, are not entitled to the privileges or benefits of the State

Merit System under the contract.

It is agreed that the terms and commitments contained herein shall not be
constituted as a debt of the State of Alabama in violation of Article 11, Section
213 of the Constitution of Alabama, 1901, as amended by Amendment Number
26. It is further agreed that if any provision of this contract shall contravene any
statute or Constitutional provision or amendment either in effect or which may,



during the course of this contract be enacted, then that conflicting provision in the
contract shall be deemed null and void. The Contractor’s sole remedy for
settlement of any and all disputes arising under the terms of this agreement shall
be limited to the filing of a claim with the Board of Adjustment for the State of

Alabama.

For any and all disputes arising under the terms of this contract, the parties
hereto agree in compliance with the recommendations of the Governor and the
Attorney General when considering settlement of such disputes, to utilize
appropriate forms of non-binding alternative dispute resolution including, but not
limited to mediation by and through the Attorney General's Office of
Administrative Hearings or where appropriate, private mediators.

PART VI CONTRACT TERM

1.0 Contract Term

1.1 This contract shall be for a term of three (5) years, beginning January 1,
2010, and shall expire on December 31, 2015. It is understood by both
parties that this administrative services contract may be terminated at any
time by either party upon 60 days written notice to the other party.

1.2 The provisions, conditions, and terms of this contract are dependent upon
the availability of funds to the Board. After the initial (12) month term, the
Board reserves the right to negotiate up to a maximum of five (5%)
percent increase or decrease in the contract price for each of the four
subsequent state fiscal years. In the event that insufficient funds are
available for the services requested herein, termination or reduction of
work effort may be required of the Contractor.

PART Vil BID CONTENT

1.0 Content

Each bid must be submitted in writing and include the following:
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1.1.

1.2.

1.3.

A summary of the Submitter’s experience in providing administrative and
logistical support services and education.

A statement of the qualification and related experience of the personnel
who will perform the services.

A description of the management system to be utilized by the Contractor,

1.4.

1.5.

1.8.

to-include a security system to_protect the Board's files and records.

A statement indicating which computer database, word processing, and
accounting systems will be used for maintaining and managing the
Board'’s records.

A description of the Submitter's physical facilities and equipment available
to the Board.

Submitter's monthly fee for base load services.
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